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36 CFR Ch. XII (7–1–08 Edition) § 1228.160 

available in accordance with 36 CFR 
part 1236. 

Subpart J—Transfer, Use, and Dis-
position of Records in a NARA 
Records Center 

SOURCE: 64 FR 67667, Dec. 2, 1999, unless 
otherwise noted. 

§ 1228.160 How does an agency trans-
fer records to a NARA records cen-
ter? 

An agency transfers records to a 
NARA records center using the fol-
lowing procedures: 

(a) General. NARA will ensure that 
its records centers meet the facilities 
standards in subpart K of this part, 
which meets the agency’s obligation in 
§ 1228.154(a). 

(b) NARA records centers will not ac-
cept records that pose a threat to other 
records or to the health and safety of 
users including hazardous materials 
such as nitrate film, radioactive or 
chemically contaminated records, 
records exhibiting active mold growth, 
or untreated insect or rodent infil-
trated records. Agencies may contact 
the NARA records center for technical 
advice on treating such records. 

(c) Agencies may use any NARA 
records center (see § 1228.154(a)) if space 
is available for the storage of unclassi-
fied records. All NARA facilities are 
equipped to store classified records 
that have a national security classi-
fication up to Confidential, and certain 
NARA facilities can also accept Secret 
(or ‘‘Q’’) classified records. Only the 
Washington National Records Center is 
equipped to store records that have 
been assigned a national security clas-
sification of Top Secret, as defined in 
Executive Order 12958 (3 CFR, 1995 
Comp., p. 333) and predecessor orders. 
For storage of restricted records re-
quiring vault storage (regardless of the 
level of classification), agencies must 
contact the records center(s) they wish 
to use to find out if the center(s) can 
properly store the records. 

(d) Transfers to NARA records cen-
ters must be preceded by the submis-
sion of a Standard Form 135, Records 
Transmittal and Receipt. Preparation 
and submission of this form will meet 
the requirements for records descrip-

tion provided in § 1228.154(c), except the 
folder title list required for permanent 
and unscheduled records. A folder title 
list is also required for records that are 
scheduled for sampling or selection 
after transfer. 

(e) A separate SF 135 is required for 
each individual records series having 
the same disposition authority and dis-
position date. 

(f) For further guidance on transfer 
of records to a NARA records center, 
consult the NARA Records Center Pro-
gram web site (http://www.archives.gov), 
or current NARA publications and bul-
letins by contacting the Office of Re-
gional Records Services (NR), indi-
vidual NARA regional facilities, or the 
Washington National Records Center 
(NWMW). 

[64 FR 67667, Dec. 2, 1999, as amended at 66 
FR 27027, May 16, 2001; 67 FR 43253, June 27, 
2002] 

§ 1228.162 How does an agency trans-
fer vital records to a NARA records 
center? 

For assistance on selecting an appro-
priate site among NARA facilities for 
storage of vital records, agencies may 
contact NARA (NR), 8601 Adelphi Rd., 
College Park, MD 20740–6001. The ac-
tual transfers are governed by the gen-
eral requirements and procedures in 
this subpart and 36 CFR part 1236. 

§ 1228.164 What records must be trans-
ferred to the National Personnel 
Records Center (NPRC)? 

General Records Schedules 1 and 2 
specify that certain Federal civilian 
personnel, medical, and pay records 
must be centrally stored at the Na-
tional Personnel Records Center (Civil-
ian Personnel Records), 111 Winnebago 
Street, St. Louis, MO 63118. An agency 
must transfer the following four types 
of records to the NPRC: 

(a) Official personnel folders of sepa-
rated Federal civilian employees; 

(b) Service record cards of employees 
who separated or transferred on or be-
fore December 31, 1947; 

(c) Audited individual earnings and 
pay cards and comprehensive payrolls; 
and 

(d) Employee medical folders of sepa-
rated Federal civilian employees. 
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